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THE NATIONAL CENTER MISSION STATEMENT 



Thi Natijfanal Center for Research in Vocational Education's mission is 
to increase the ability of diverse agincies, institutions, and organizations 
to solve educatlon^f Droblems relating to individual career planning, 
preparation, and pt , jression. The National Center fulfills its mission by: 

® Genemting knowledge through research 

« Developing educitional programs and products 

» Evaluating mdividual program needs and outcomes 

® Providing information for national planning and policy 

® Installing educational programs and products 

^ Operating information systems and services 

# Conducting leadership development and training programs 
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FOREWORD 



Traditionally vocai:ional education has been geared primarily 
to preparing students for employment—to preparing errtployeas. 
Yet there Is anothar career path available; students can learn 
how to set up and anaga their own businesses. They can bacome 
ent repreueurs . 

Vocational education, by its very nature, is well suited to 
developing entrepreneurs ^ It is important that ent. repreneursliip 
fe^ducation be developed and incorporated as a distinct but integral 
part of all vocational education program areas. A Prograiii for 
Acquiring Competence in Entrepreneurship (PACE) represents a way 
to initiate further action in this direction. 

The strength behind these instructional unics the intt?rest 
and Involvement of vocational educators and successful entrepreneurs 
in the state of Ohio and across the nation. Special recognition is 
extended to the project staff: Lorraine T. FurtadOg Project Director 
and Lee Kopp^ Program Associate, Appreciation is also expressed to 
the many who reviewed and revised the drafts of the units: Ferman 
Moody j Hannah Eisner, and Sandra Gurvis* We owe a special thanks to 
those consultants who contributed to the content of this publication: 
Car,ol Lae Bodeenj Louis G, Gross j Douglass Guikemaj Peter G, Haines. 
Philip S. Manthey, Charles S* McDowull, Mary E. McKnipht, Steven R. 
Miller* Barbara S. Riley, Rarbara A. Rupp^ Ruth Ann Snyder, Robert L. 
Suttle, Florence H. Wellman and Roy H. Young* 

Robert Taylor 

Exe cut ive r?" or 

The Natiuiial Center for 

Research in Vocational Education 
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INTRODUCTION TO PACE 



A Program for Acquiring Compecence in En tre- T^neurship (PACE) Is 
a modularized coapR tence-based program of instr^ -ion. PACE evolved oul 
of che need for new materials Co assist in the development: of entropr?-- 
neurs and the need for a flexibla and a:.aptable program geared to \ 
variety of student requirements, educatiional settings, and stagos nf 
individual career development. Several premises influenced thu dLiVc]np= 
rant of PACE: 



1* Entrepreneurship education is basically lacking in our 

schools, The entreprenaurship education which does occur in 
infused "^to existing courses and programs In th^ vacnLional 
disc ipiinei\ 

2. Generally 5 educators prepare individuals to be omployeG^^. 
not employars. There is a need for a program to help 
educate students to be employers . 

3. Career education has done little Co acquaint individunls 
with entrepreneurship as a career option. 

4. The content of an instructional program must be based on 
research findings , 

5* Certain learnings are generic and basic to entrepreneurship 
regardless of the type of business* There are also some 
specialized tasks required by each type of business, 

6. Training to be an entrepreneur includes preparHtion in 
three major areas 1) getting ready to become an antreprunour , 

2) becoming an entrepreneur (establishing a business), and 

3) being an entrepreneur (operating a business). 

7. Established and available i structional materials from 
governmental anw Mtab. jnmiercial publishers provide 
the major resource for day-to-day classroom instructions. 

8. An instructional program Is useful only if it is flexible 
enough to be used in a variecy of learning settings. 

9. Instructional materials must be adaptable to a vnricuv > 
teaching/learT- ^ ng Rtyles, 

10. 4i viable insci jtional program Includes materials ...equate 
fr TGacher/ ' rrul planning^ and also resources for student 

i . lug. 



11. Learning is best wijen it is a prouess of progression from tiie 
siraple to the complex* 
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PACE is designed primarily for ppstseccndary level, including 
four-*year colleges and adulc education. It can also be adap:,vd r^'r 
special groups or for vocational teacher preparation programs. 

PACE is divided into thre- parts (1) Getting Ready Cl^ Becomi^ an 
Entrepreneur^ (2) Becoming an Entrepreneur (establishing a businc',?s), 
and (3) Being an Entrepreneur ■ operating a business). 

Each part has a set of instructional units. The units deal with 
a competency oi^ a set of competencies* Each unit is t eache r/ 1 earnr-r 
centered. Since they can be used by both tea::hers and students, uach 
unit is a LAG (Learning Activity Guide) rather than a LAP (Learning 
Activity Package). All units are self-contained and are independent 
of each other. "Frerequisite" units are kept to a minimum. 

All units follow the same forma l and include the f ol luwi , 



0 


Haw to use the PACE program 


0 


Unit overview 


0 


List of definitions to know (if Ar^licable) 


o 


Preassessment for students 


0 


Teaching/ learning obj ect ives 


0 


Substantive content 


0 


Teaching/learning activities 


o 


Postassessment for students 


0 


Student self ^evaluat ir-' 


0 


B. xio^, . ^^ny i applicable) 


0 


Sources to consult for additional informatinn 



Each unit ^ - -Mr^ nn to three levels of le.w .i^i. TLusa levels 

ot' learning -X: ^ froni simple to complex concepts. The three levels of 
learning pattern l3 based on the belief that student achievement is 

i'r= or whan learning is sequenced from basic, fundamental concepts to 
more advanced, coTtiplex skills in an organized fashion. The three levels 
of learning in PACE are: 

1. E xposu re. This is the introduction and orientation to, fami^ 
riarization with, and development of awareness about the 
concept in the unit. 
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2* Exploration . This level deals with beconing more knowludge= 
able about the impacc of the concept on encrepreneurship . Ic 
includes some preliminary assessment personal eda in 
relationship to Che concept. 

3. Preparation/Adaptation . This level emphasizes '*haw to" 

techniques and familiariLy with what needs be done. It 
also prgvides guidance in establishing and implementing tiie 
concept , 

With your students, determine the most appropriate level of learning 
for the unit you are working on. 



3 



9 



USING ThE PACE UNITS 



Once you and your scudencs have briafly familiarized yourseives^ 
with the unit you are working on, decide on the most appropriate levd 
of learning. Check the list of definitions {if applicable) at the 
beginning of each unit to sea if there are any words you might need to 
look up^^many definitions can be found in the "Annotated Glossary of 
Business Terms" in this Resource Guide. The glossary can also be 
used as a handout for studenns. Then, instruct the students to turn 
to the level of learning you have chosen. Have the students tak^i the 
preassessment . From the preassessment , identify those items which the 
students will need to pay special attention to in the unit.. Answers to 
pre/postassesstnent questions are contained in the Instructor's Guide 
which comes with each unit. 

The students are now ready to becoiffi involved in a specific learning 
level of the PACE unit. The "Teaching/Learning Objectives" will tcLl 
the students what they should be able to do upon completion of tuu 
level. As you turn to the "Substantive Inf oririation" section, you will 
notiCfr quesLions alongside mosu of the section headings. The srudLoLo 
should use the questions to guide their reading. 

An activities section follows the substantive content in eacii 
level. These activitias are designed to help the students become 
involvad in the content presented in the units. The students can do 
all the activities or those that you feel would be most beneficial to 
their growth in antraprenaur..I: ^ . At the end of the activ^^ities section 
is a postassassment which contains a more speGific version of the 
questions asked in the preassessment. The difference in the score ^.n 
the assessments should show you how much the students have grown in 
their knowledge of entrepreneurship . A self-evaluation at the end of 
each level can help each student measure his or her progress. After 
the students have completed the activities and self-evaluation, you 
can decide whether they should go to another unit or to another level 
of learning within the same unit* 
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ANNOTATED GLOSSARY OF BUSINESS TERMS 



The foliowing glossary was adapted from materials used in Small 
Business Administration (SBA) workshops* Tnis glossary can be used 
as a handout for students; some of the terms are also listed as 
"Definitions to Know Before You Begin'- in several units. Read over 
the list; it is important to have a working knowledge of most ot these 
definitions. Although many are not necessarily the singular or complete 
definitions, they can be used for clarification purposes, 

ACCOTJNTANT* One who is skilled at keeping business records. UFually 
the name *'accoimtant*' refers to a highly trained professional 
r.^ther than one who keeps books. An accountant sets up the bocxs 
net-ded for a business to operate and helps the ownsr undet stand 
what the business records mean, 

ACCOUNT* A record of a business transaction., U^au you buy something 
on credit 5 the company you are dealing with sets up an .-ccount-^ 
a record of what you buy and what you pay* You do t:he same 
thing with customers you extend credit co* You may also have an 
account at the bank, a record of deposit and withdrawal* 

ACCOUNTS RECEIVABLE. A record of what is owed to you. All of the 
credit accounts taken together are your accounts receivable. 
Accounts receivabla provide information on what the business is 
worth at any time. They must be collected in order to make a 
profit or to becorrfi an asset, 

ANALYSIS, Breaking dowri an idea or problem into its parts and examining 
all the aspects. In business you must make an analysis of a 
problem before you can decide on the best solution. If, for example, 
an item isn't selling well^ you must gather all the pertinent facts, 
"niis can be done by making a list of things which might be wrong 
or asking questions such as: Is the price right? What have cus- 
tomers said about the item? Are the packages or displays dirty or 
unsightly? Is the item old-fashioned or out of date? Does it do 
the job it is supposed to do? Do your custom.ers have any need for 
it? Analysis can involve anything which can explain why there Is 
a problem or the ir^otives behind an idea, 

ASSET. Anything of worth that is owned. Your personal assets (not 

counting your abilities) are the money you have In your pocket or 
in the bank, whatever is owed to you, any securities or properties 
you owns Including home, furniture, and appliancti^. , Anything you 
personally own is an asset. The assets of a business are similar* 
money in the bank; accounts receivable; securities held in the 
name of the business; property, buildings , equipment, fixtures, and 
merchandise for sale or being prepared for sale; supplies and any^ 
thing of value which the business ox^s, 
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ARTICLES Or i::COR?ORATICN . A U^al Jjcu^^n: iLl^.. .U:. l cUU.. = . . 
sets forth the purposes and ro^ulatlorus lor a corpor:ic i..n. Ih- - 
papers muse ba approvad by the appr ^'priatf^ statu wifict.' r^-: 
corporaCion legally exists and is allc^^^ed to dc biisin^s^. i 
state has differenc requirements and the procedures art? : : 

A lawyer specializing in corporate lav; should usuallv hu : J r^.: 
set up and get approval for a corporation, 

BAD DEBTS. Money owed to you that y :u can' l ^^rtain .0=^ : 

never psy bills, leaving bad delis. 

BAD DEBTS ALLOWANCE. An advance estimate of how -uch v,. . nr.. :::: 0 :0 
to be able to collect from bad credit risks or bad c-_bts. 

BALVNCE. The ainount 01 nion^y reniainlii^ in an ^ ....l, a . . - 

be (1) the total money in the bank afcer a ountinH for all i r.iio 
actions (deposits and withdrawals) or (2' ^h- ^;io;o-i ;;o:.f^'- "■ o 
owe a creditor or a customer owes you. 

BALANCE SHEET. An important business document which shows wiiat a ^-os:' 
nass owns and owes as of the data shown, A balance sheot iOMisi 
of a list of business assets and their cost on onu siue , ana a .\ 
of liabilities (all that the business owes) and owner *s equit::; 
(Investment in the business) on the other side with tlw amoanL ■ ' 
each. If the balance sh-et is figured correctly, the total assto . 
will equal the total liabilities plus t!ie owner's equity. 

BOOKKEEPING* Hie process of recording business transacciuns ii: chi' 
accounting records. 

BREAK^EVEN POINT* The level of business at which the revenue (inc-iu^ 
exactly equals the expenses (ouLgo) . The break-L Vuin puiat 1 ' , 

to figure profit on estimated sales. 

BUDGET* A plan expressed in money terms, A budget is a guid«^ Ln lie ] 0 
you decide to spend money or not, and answers questions such as: 
How much money do you need to run the business? How much money A 
you think will be coming in? See also PLAN, 

BUSINESS VENTURE, Taking financial risks in a commercial enterprise. 

These risks are taken in the hopes 01 making a profit on an inv^ sr- 
mentj but may involve financial losses, particnlarly for new 
businesses* Business venture risks can be partially controlled : 
practicing good management and getting good advice from bankers, 
accountants^ lawyers, and business associates* 

CAPITAL* Available money to invest or the total of accumulated assets 

available for production* \^\Bn an entrepreneur goes into busini^sa, 
capital may include owned property or money resources--- tn short, 
anything owried by tuti entrepreneur that can be converted into casn. 
Capital will also be needed to live on until the business starts Li> 
make a profit. Later on, if the business Is successful, it will 
accumulate capital in the form of property, goods, and money, sucf- 
as securities, g 
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CAPITAL REQUIRMENT, A list (or schedule) or expenses which must be met 
to establish a business. A list of capital requiratnents for a new 
business must be comprehensive and must include all expected costs 
with an exr";"a margin for unexpected costs. For example, living 
e^enses until the business starts to earn a profit must be included 
as a capital requirement* 

CASH, Readily available money. Cash includes bills, coins, checks , and 
other negotiable securities. 



CASH DISCOUNT. A deduction that Is given for prompt payment of a bill. 
' Usually a cash discount amounts to about 2% of the bill* 

CASH RECEIPTS* The money received by a business from customers. 

CONTRACT p An agreement regarding mutual responsibilities between two or 
more parties* Written contracts legally bind the parties to the 
agreement and must be carefully examined. For examples many sales 
forms and order blanks are binding contracts. Most business 
contracts should be reviewed by a lawyeV* A contract should be 
signed only when its terms and conditions are fully imderstood. 

CONTROLLABLE EOTENSES. Those expenses which can be controlled or restrained 
by the business person* Certain expenses, such as replacing older 

• equipment, can be postposed until the business shows more profit and 
is able to support the cost of maintenance or payments, 

CHAIN OF CO^Q■^AND. The proper lines of authority between the head of an 
organization, its managers and supervisors, and its workers. Every 
business should have a direct line of authority which everyone 
understands. An organization chart can be useful in making the 
structure of the business clear. 

CORPORATION p A business venture coui. rising a group of individuals treated 
by the law as an individual. The corporation acts on its own through 
its officers and is empowered to make contracts and carry out busi^ 
ness activities in the same manner as a sole proprietorship or 
partnership.^ Unlike other types of ownership, the shares of a 
corporation may be owned by a number of persons. 

COSIGNERS. Joint signers of a loan agreement, pledging to meet the 

obligations in case of default. When someone cosigns a loan, he or 
she guarantees that the loan will be paid back. The lender can 
take legal action to take the cosigner's property if he or she 
refuses to pay, 

CREDIT. 1, Used in bookkeeping to record a transaction that makes an 

asset account smaller. To credit ii to place an entry on the right 
side on an accoimt. 2, The business owner's reputation for prompt 
payment of obligations, i.e., a '"good credit ratingp" 
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DEBIT. Used in bookkeeping to record a transaction that makes an asset 
accomt larger and a liability account snialler. To debit is to 
place an entry on the luft side of an account* 

DEBTS. That which is wed. 1£ you borrow moneys buy something on credits 
or receive more= Tnoney on an account than is owed, you have 
an obligation to pay back whatever amoimt of money or goods is 
involved. 

DEFAULT. Failure to pay a debt or meet an obligation* An entreprerieur ^ 
^ who defaults may lose business , creditors, and reputatiori^ in 
addition to having credit restrictions imposed, 

DMAND. order to comply with an obligation which must be satisfied 

inmediately upon request. Contracts are often writteu with a "pay 
on demand" clause which states that the debtor must pay when asked 
if the terms of the contract have been met, 

DEPRECIATION. A decrease in value through age^ wear or deterioration* 
As soon as an entrepreneur purchases new equipTnent, it begins to 
depreciate inmediately and at a greater rate as it continues to be 
used. Depreciation is a normal eKpense of doing business which 
must be taken into account. When a new piece of equipment Is pur^ 
chased, it is set up as an item in a depreciation account* and the 
BxprntiBBB are calculated over a period of time. Laws and regulations 
govern the manner and periods of time that may be used for deprecia- 
tion — -the rate of depreciation affects income and capital on which 
a business pays taxes. 

ECONOMICS, Pertaining to money or financial matters. Economics also 

concerns the management of resources in a nation, a city, a business 
or for an individual. Economics affect every business in some 
manner, 

EMEZ2LEMNT* To steal or take by fraud another's property for one's own 
use* Seemingly trustworthy employees may steal from their employers 
and associates. Damage can partially be alleviated by careful 
selection of employees , using business practices that make embezzle^ 
ment difficult , and purchasing insurance against theft, 

ENTERPRISE, A business venture or undertaking, 

ENTREPRFNEUR. A person who organizes and manages a business. 

EQUITY CAPITAL. Venture money. A person wishing to go into business 

often puts up savings or property in hopes of getting a good return* 

FACTORS, 1. Something that contributes to a^ result. Individual consider- 
ations or facts that the banker or loan officer must know in order 
to approve a loan. 2, A finance company specializing in high risk 
loans J usually at a high Interest rate and for a short period of 
time* These factors usually require collateral and may exercise 
control over business decisions. 
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FINANCIAL STATEMENTS. Documents that show your monatary situation. 

Two major financiar statements==tha Income statement and the balance 
sheet—are needed^ to cover the information necessary and get flnanc^ 
ing. They must be accurate, are used to make plans and decisions, 
and often provide insight into how the business is doing, 

FINANCING. Obtaining money resources. Businesses may have to obtain 
financing to open the firm, to expand operations , or to stay in 
business - 

FIXED EXPENSES, Coats that do not vary from one period to the next; the 
basic costs that the business will have each month* These expenses 
are generally not affected by the volume of business. For example , 
rent must be paid regardless of the amount of business done, 

FRANCHISE* A right or privilege to deal in a certain line or brand of 
goods and services. Usually a long term arrangement* See 
FMNCHISEE: FMNCHISOR* 

FRANCHISEE. A person who enters into a binding contract with a franchise 
in^ company and agrees to handle the product exclusively and run 
the business according to the company's prescribed standarda* 
See FRANCHISE I FRANCHISOR, 

FRANCHISOR, A franchising company which sells businesses or brands to 

entrepr'eneurs. Usually the franchisor agrees to supply the product, 
materials j and expertise to the franchisee via a binding contract* 
See FRANCHISEi FRANCHISEE, 

GROSS* Overall total before deductions* A business may show a substantial 
gross profits hut when additional expenses are deducted, the profit 
realized by the entrepreneur is small. See also NET, 

INCOME, Money coming in. . ■. 

INCOME STATEMENT. A financial dQCument that shows how much revenue came 
in and how many expenses were paid out over a given time period* 
Profit is computed on an income stafement by subtracting expenses 
from revenue. * 

INDUSTRY MTIO. The standard or average percentages of expenses spent 
by firms in the same or similar industry. These industry ratio 
figures are very useful in comparing costs^ and in pinpointing 
areas that are out of line. If, for example, you are spending just 
half as much for advertising as the industry ratio, you might con- 
sider using additional advertising to build up sales ^ 

INTEREST, The cost of borrowing money. Compare interest rates of dif- 
ferent banks to get the best percentage, and, if necessary, obtain 
assistande on computing the actual interest. 
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INVENTORY* A list of assets being held for sale. For retailers^ stock 
on the shelves la Invantory* Inventory can also be available 
supplies^ goods received or stored, and any expendable itenis. 
Inventory is periodically taken for bookkeeping purposes and as a 
part of current assets to help compute the business 's worth- 

INVEST. To lay out money for any purpose from which a profit is expected 
Investments can be evaluated by computing the profit received on a 
low risk investment. The estimated profit on the proposed invest-- 
ment should show a much greater return. 

LEASE. A long term rental agreement. The agreement gives the landlord 
aisurance that the property will be rented and protects the renter 
because it assures that the property will nof be rented from the 
business, 

LIABILITY INSURANCE, Risk protection for actions for which a business 
is liable* InsuranGe that a business carries to cover the possi-- 
billty of loss from law suits should the business or its agents be 
at fault when the action occurred. 

LIMITED PARTNERSHIP, A legal partnership in which the investors put up 
money for the business without becoining directly involved in its 
operation* 

LINE POSITION, A place of authority in an organization in which the 
person involved is only responsible to the person directly above 
him or her, 

LIQUIDATE, To settle a debt or conyert into cash, A debt is liquidated 
by being paid off; assets are liquidated by being sold and thus 
J; converted into cash, 

LOAN, Money lent with interest, A lender makes a loan under the 
assumption that it will be paid back in full according to the 
interest terms stipulated, 

MANAGQIENT, The art of conducting and supervising a business. Managers 
exercise Judgment in all aspects~including personal and financial" 
of the business, / 

MMKETING, All the activities involved In buying and selling /a product 
or service. Marketing answers questions such ami Who is going to 
buy? What do they want? Where will they go to get it? /How 
much will they pay? How much will they buy? Who else sells it? 
How will you sell It? How much profit do you want? / 

MERCHANDISE. Goods bought and sold in a business. Merchandise means 

anything movable that may be sold or traded, including stock which 
is part of inventory. 



MOTIVATION* Strong influence or incentive , eithftr on a conscious or 
unconscious level. People are often motivated to buy things for 
reasons they are not aware of. 

NET* The ainount left after deducting all charges. See also GROSS. 

NONRECURRING, One time; not repeating. Nonrecurring expenses are those 
which only have to be paid once and will not occur again. 

OBSOLESCENCE. Declined in value because of replacement by new or better 
things . 

OBJECTIVE. 1, Something toward which effort is directed; something to 
accQTnplish, 2« Based on factual and realistic information. 



OPERATING COSTS. Expenditures arising out of current business activities 
The costs of doing business such as. salaries, electricity^ rent, 
deliveries, etc, 

OPERATING RATIOS. The relationship of costs from business activities. 
For example, percentage of costs for rent can be used as an opera- 
^ ting ratio, and can be compared with similiar business. See also 
MTIOS. 

OPEMTING ORGANIZATION. The management structure of a firm. 

ORGANIZE. To put in order. For an entrepreneur , this involves using 
logical thought processes to hire a work force, put bills on a 
payment schedule, arrange merchandise into a display plan^ etc. 

OWNER^MANAGER. One or more persons who own and operate a business. 

OWNERSHIP ORGANIZATION. ■ The 4egal structure for a business. How a 

business is organized legally depends upon how it is owned. If one 
person omis it,, it is a sole proprietorship. If more than one share 
in owning^managing the business ^ it is a partnership. However, if a 
large number of people own a business, it is usually a corporation* 

PARTNERSHIP. A legal business relationship of two or more people who 

share responsibilities, resources, profits, and liabilities. Most 
partnerships have ah agreement in writing, 

PAYABLE, Ready to be paid. For example ^ when an account or accounts are 
payable, the bills are current and due to be paid. 

PERSONNEL^ Persons collectively in the employ of a business, 

PLAN* A detailed scheme for implementing a decision. In formulating a 
plan^ the questions of what, \Aere, when, how and why tnust be 
answered. See also BUDGET. 
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PLEDGE* 1* To bind by a promise. Most business matters are conducted 
through a mutual agreement betweert parties. 2^ To give something 
of value as a security on a loan, A formal, usually written, 
arrangement, generally Involving sizeable amounts of nioncy, in 
which the borrower promises to give up her or his capital assets 
should the borrower be unable to meet the obligation* 

POSTING. To enter into an account* Figures in a ledger are posted by 
being assigned to their appropriate position in the firm's 
accounting recorc.y, 

PRICING* To sat the selling price. A complex function which, among 

other factors, involves determining how much profit you needj what 
your competition is charging, and how much your customers are 
willing to pay, ; 

\PRINCIPAL, 1* Property or capital assets invested in a business as 
opposed to income. 2, One who is direct I}'' concerned with an 
enterprise by investing money or effort, 

PROFIT* Financial gain; returi^s .u-er expenditures. Profit is the 

amount of money remaining ^ f tsr all operating expenses have been ' 

PROFIT MARGIN, The differOTce betv;;:jn the selling price and the cost. 

PROFIT AND LOSS BTATmENT. A list of the total amount of sales (revenues 
end t->%:al cc/sta (aKpenses), The difference between revenues and 
eKpenB€HD is tlie profit or loss. Also called an income statement. 

rBOi'ruETOR, A per Hon who omis a business, 

rSOV ^J.ErORSHIP. Subject to G:<clusive ownership, A business owned by one 

BACi^i^ V^tti3H^ii.y, iMu !T,elatlon3hip of one thing to another by using 
fRUAh''^^ or i^^^r^^s- X\>r ^^amplej a grocer can compute the loss 
y:C.^S.O c^: If^Auca ly :ij.vl^Jng the number of heads of lettuce lost 

RECTXVADLE* Ri?:id¥ 'or > f,:.ir'ii:. A receivable is a current asset on a 

balanc e ^hg?;^; imd represerts money owed to the business. Accounts 
t'sceivahle art? a record of credit owed to the business and of who 
owes Lt* 

n^k-ULi riONS, Rules or laWwi affecting a business. The government sets up 
mandatory laws to protect both consumers and business persons, 

RESERVE, That which is held back and stored for future use or in case of 
emergency. Cash reserves help the entrepreneur meet unforseen or 
emergency expenses. 
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RETAIL, Selling directly in small quantities to the consuTiier, Althgugh 
an item may be advertised ae discount, cut rates or wholesale, it is 
probably being sold at retail price if it is marketed in small quan- 
tities to the general public. See also U1I0LESALE* 

SECURED* Protected or guaranteed, made safe. A secured loan is obtained 
by putting up something of value as collateral or as a guarantee of 
repayment, 

SERVICE BUSINESS* A business which deals in accivities for the 

benefit of OLhers* Service businesses can Include such diverse 
enterprises as doctors, lawyers, auto repair shops or laund^ries,' 

SHARE. One of the equal parts into which the ownership of a corporation 
is divided. A share represents a part ownership in a corporation, 
the amount of ownership being determined by the number of sharef 
held* A person can own shares in a firm without being directly 
Involved. However, in most small businesses including corporations 
owners participate in management responsibilities. See STOCK. 

SITE. A plot of ground set aside for a particular use* The site may be 
owned, or in the case of many new businesses, rented. For many 
businesses, particularly retail firms;, the proper site may 
determine the number and kinds of available customers* 

STABILIZE. To make less subject to changing condltJ s. The business 
atabiliEes when it is not affected by these changes or when the 
conditions thertselves fluctuate less. Business persons cqn help 
stabilize their firms by diversifying into products which usually 
sell well, by eliminating the factors which cause fluctuation, or 
by operating on a level that minimizes the effect of the 
fluctuations, 

STATISTICS* A collection of accurate numerical data; classified facts 
which can be stated in numbers* Statistics provide factual infor- 
mation such' as census data, the number of businesses in a particular 
location, or the number of customers entering a store on a given day 

STOCK. U An ownership share in a corporation. 2* Accumulated merchan- 
dise which a merchant sells and displays on the shelves. See also 

SHARE* -■ \ 

- \ . ■ 

TAXES , Money owed to internal revenue authorities of the federal, state, 
local or county government* There are many types of taxes and 
raethods and timing of payment* 

TEMS OF SALE, The conditions conceming payment for a purchase* For 
sKample^ 2/10: 3/30 terms mean that if payment is made within ten 
days a 2% discount is given; otherwise payment must be made in full 
within 30 days. 
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TRADE CREDIT* Permission to buy from suppliers on open account. Often 

the Supplier extends this service for a short period of time (uyually 
20-30 days) without charging intarest. However j interest may be 
charged If the amount is large and the tinie for repayment is 
eKtended. 

TRANSFER* To remove from one place to another or from one parson to 

another. Banks allow for the efficient transfer of funds through 
checks * 

TMGIBLE* Something that is real. In business, anything that can be 
seen and evaluated is tangible. For example, tangible assets can 
be converted into cash* 

VOLTOffi. The total ^ount or quantity that a buslnesn sells over a 
period of time, 

WHOLESALE. Selling large quant it iea of an item to dealers for resale. 
See also RETAIL. 
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ADDITIONAL SOURCES OF INFORMATION 



U.S, Government Publications 

The following selected titles of federal publications are listed under 
the names of the issuing agencies. For additional titles, check with the 
nearest field office of the government agency* For local addresses ^ look 

s up the agency under "U,S. Government'' in the telephone directory. Small 
Business Administration (SBA) publications can be found in a sepearate 

. section in this Inatructot's Guide. 

Some titles are free; others must be purchased* Prices listed are 
subject to change without notice* 

To obtain a free publication, order it from the local office of the 
issuing agency by giving the publication's title and series number (if 
available). If the agency has no local office, request it from the address 
listed herein. 

Publications which must be purchased are ordered from the Superintendent 
of Documents, Government Printing Office (GPO) , Washington, D,C, 20402, 
unless otherwise noted. Give the publication title, series number (if 
available), and the name of the Issuing agency. Enclose u check or money 
order made payablp ^ n the Superintendent of Documents, Remittance from 
foreign cr^atri*;j mu^^t be by international money order, or draft 
on an American bank. Do not send postage stamps or cash. 

Documents issues price lists on certain publications 
related to specific subjects. For a complete listing, request How to Keep in 
Touch with U,S, Government Publications , free from the GPO, Many public 
libraries also have listings of publications and directories of federal agencies 
available through the Federal Depository Library System, 

' Selected publications can be obtained for reference through either 
public libraries or local offices of the federal agencies listed in this 
section, 

DEPARTMEJT OF AGRlCin.TURE 
^ Washinstun^ D*C. 20250 

Consigners Ali o 1965 Yearbooks $2»75* GPO. Presents practical results 
of the Department's efforts to tnake the lives of people healthier, happier, 
and more fulflllingo 

Consumers Quick Credit Gulde ^ 50, GPO, 
Mm aging Your Money . 10 0, GPO, 

fflien You Use Credit , . , For The Fmlly . 10$. GPO. 
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DEPARTMMT OF COI#IERCE 
Washington, D,C, 20230 



Survey of Current Bus In ess ^ Monthly* $9 a year, $1 a copy. This 

publication gives information on Industrial trends, outlooks, and uther 

points pertinent to the business community- SubscrlberB also rnccive 
weekly supplements which are not sold separately. 

BUSINESS AND DEFENSE SERVICES 
ADMINISTMTION (BDSA) 
Washington, D.C. 20250 

BDSA Publications List . Revised periodically. Free, List duscribes the 
statistical and business inforTnation publications, including national and 
international markets* 

Business Service Checklist . Weekly. $2,50 a year, GVr > i^.tb iiuws 
releases and other materials of interest to indist. , anu business which 
are published by the Department and Defense Agencies. 

BUREAU OF THE CENSUS 
Washington, D.C. 20233 

For specific retail area statistics, request list of pub 1-ic'at ions 
from the Census Bureau. 

Census of Business For 1967* Retail-Area Statistics"U. S. Summary . 
$2a GPO. Final figures from the 1967 Census of Retail Trade. Includes 
statistical totals for each region^ state, city, and standard metropolitan 
area tabulated by type .of establishment* 

Statistical Abstract of the United States , Issued annually, $5.75, GPO. 
The standard summary of national statistics which includes general consumer 
credit statistics. 

BOARD OF GOVERNORS OF THE 
FmERAL RESERVE SYSTEM (FRS) 
Washington, D.C. 20551 

Federal Reserve Bulletin , Monthly, $6 a year; 600 a copy. Order from 
and make checks payable to~the Board/of Governors of the Federal Reserve 
System^ Contains general business indicators in the form of financial, 
coTOnercial and industrial statistics. Presents department store statistics 
on sales ani inventories ^ consimer md wholesale prices, and income statistics 
Also contains a list of Federal Reserve Board publications, including titles 
of free national monthly statistical reports. Articles on consumer credit 
include: 

"Consimer Installment Credit." June 1968, pp. 457-469. 
"Changes in Time and Savings Deposits^" May 1969, pp. 409=418. 
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statistical reports of interest include: 
Consumer Credit 

Consumer Credit at Consumer Fln^ce Companies 
Consumer Ins c ailment Credit at Connnercial Banks 
/ Sales Finance Companies . 

Consumer Credit Protection Act of 1968^ P*L, 90-321. Free, 

Truth-In-Lending — ^Regulation 2— Annual PercGntage Rate Tables . Volume I* 
1969/ $lo FRS. 

What You O'.ipht To Know About Truth-in-LGndlng (Federal Reserve Regulation Z) 
Consumer Credit Cost Disclosure . 1^59. Free, Also distributed by the . 
Federal Trade Commission (see below). Booklet describes the authority, scope ^ 
purposes and requirements of Regulation Z, 

. .FmERAL TRAD& COtMISSION (FTC) 
\ Washington, B.C. 20580 

Truth-in-Lending . Free,^ 

Consumer Credit Protection kat r Free. 

Here Is Your FTC . 1969. 20o. OTO* Single copies free from FTC. 

FTC List of Publication s. Free. Includes trade practice rules for many 
■ industries. 

News Summaiy . Not issued on a regular basis. Free discributlon limited to 
bus^inessesj professional or consiflner groups and libraries. Describes how 
^ laws and FTC regulations affect business practlaes ^ advertising, and sales 
promotion. 

DEPARTMENT OF HEALTH ^ 
EDUCATION AND WELFARE {Mm) 
Bureau of Federal Credit Unions 
Washington, D.C. 20230 

Federal Credit Union Bylaws , Specimen 'Copy. 35 0. GPO. 

Federal Credit UTVion Handbook . 700. GPO, 

State-Chartered Credit Unions (FCU 560). 1966. Free, 

Twenty-Five Years of Better Living— Federal Credit Unions . Free. 

PRESIDENT'S COMMITTEE ON CONSUMER 
' INTERESTS 

Washington, D. C. 20506 

Consumer Education— Bibliography . 1969. 65c* GPO. Lists publications 
BnA films in the field of consinner interests. 
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DEPARTMMT OF THE TREASURY 
INTEKNAL REVEmjE SEmCE (IRS) 
Washington, D.C. 

Ta3C Guide ioT_ Small Business , Issued annually. 75c. GPO or local 
Internal Revenue Offices* Serves as a guide for the current year on 
federal, tax problans; explains how the various federal taxes apply to 
sole proprietorships, partnerships, and corporations. 
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Business and Professional Periodicals 



General business magazines ^ trade papers, and professional journals 
have many articles on entrepreneurshlp and consumer credit. For a list 
of periodicals by subject title, consult Ulrich-s In tern ational Periodicals 
Directory or Stmdard Business Rates and Data . For a list by publishar's 
location, consult N.W. Ayer and Son^s Direcrory of Newspapers and. Fer A odlcals . 
Public libraries have many directories and periodicals availabre for 
reference. The following publications may be especially helpful- 

Mericari Banker , Dally, except Sat,, Sim. ^ and holidays, S85 a year; 
55c a copy, Merlcm Banker, Inc., 67 Pearl St,, New York, NY 1000^^, 

Bankers Monthly , $6 a year; 75c a copy. Rand McNaiy & Co,, P.O. 
Box 7600, Chicago^ IL 60680, 

The Collector . Monthly, $8 a year, American Collectors Assocl^^tlon , 
Incj 5011 Ewlng Ave, South, Minneapolis, MN 55410, 

CoOTnerclal and Financial Chronlclo , Semlweeki.yi Monday (statistical 
edition), $2 a copy; Thursday (news edition) 75c a copy, $90 a year, 
Wllllm B, Dana Co., 25 Park PI,, New York, NY 10007, 

Consumer Fin an ce^- News , Monthly. $2,50 a year. National Consumer 
Finance Association, 1000 16th St., N.W. , Washington, D.C, 20036, 

Consimier Trends , 24 Issues a year, $25 a year. Consumer Trends, 
Inc., 375 Jackson Ave,, St, Louis, MO 63130, 

Credit and Financial Management . Monthly* $5 a year; 50C a copy. 
National Association of Credit Management , 44 East 23rd St., 
New York, NY lOClO^ 

\ 

Credit U nion Mi^a gine , Monthly, $3 a year; 30o a copy, CUNA 
international/ Inc, , -^^0, .^p/ 431, Madison, WI 53701, 

Credit World , Monthly, $6 a year. Nonriionber subscriptions are 
often sent to libraries. International Consumer Credit Association, 
375 Jackson Ave, ^ St, Louis, MO 63130, 

Delinquency Survey on InstaHment Loans , Monthly. Write to 
Installment CoTranlssion, ^erlcan Bankers Association, 90 Park Ave,, 
New York, NY 10016 for price. 
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Dun* s Ravlew . Monthly, $7 a year; $1 a copy. Dun ^ BradsLreut 
Publications Corp., P.O. Box 3088, Grand Centrai Statiun, Nuw Yurk, 
N.Y. 10017. 

Financial Executive , Monthly. $10 a year* SI a copy* Flnaru lal 
Executive Institute, 50 West 44th St., New York, N.Y* 10036* 

H arvard Business Review . Bimonthly. $10 a year. Harvard Graduate 
Sciiool of Buainess Administration, Soliders Field, Boston, WK 02163^ 

Industrial Banker . Monthly. $6 a year; 50c a copy. American 
Industrial Association, 1629 K St., N.W,, Washington, D.C. 20U06. 

Installment Retailing . Bimonthly, $10 a year, Infiitallmant Retail- 
ing., Inc, 80 3rd Ave., New York, N.Y. 10022. 

Journal o£/ A ccountancy , Monthly. $10 a year; $1 a copy. American 
Institute of Certified Public Accountants, 666 Fifth Ave., New York, 
N.Y. 10019, 

Journal of Consumer Credit Management ^ Quarterly. $8 a yecir; 
$2 a copy^ Society of Certified Consumer Credit Executives. 7405 
University Drive, St. Louis, MO 63130. 

Journal of Finance . Quarterly. $5 a year. American Finance 
ABBorintinn, nT-nduarp Srhnn] f RiiRlnesp Admt n1 s r rn M n n , Npw 

York Cnivr-rHitv, !00 1 r i n i t v P 1 a. *s ^J^^w t k , KA. lOuOh* 

Journal of Marketing , Quarterly. $12 a year; $3,50 a copy. 
American Marketing Association, 230 North Michigan Ave., Chirago, 
IL 60601. 

Journal of Retailing . Quarterly, $3.50 a year. School of 
Retailing^ New York UniversiCy, 100 Washington Square, New York, 
N.Y. 10003* 

Journal of Taxation . Monthly. $18 a year. The Journal of 
Taxation/ Inc. , 147 East 50th St,, New York, N,Y^, 10022* 

Sales ^tonagement . Semimonthly, $12 a year; 75$' a copy, except 
for special issues* Write for further Information, Sales 
Management, Inc., 630 Third Ave., New York, N.Y. 10017* 

Stores . Monthly, except for July^August issue. $8 a year; 

$1 a copy. National Retail Merchants Association, 100 West 31st 

St., New York, N.Y. lOOOl. 



Natiqnau Trade AssociATiOi.s 



Professional and trade associatinnH iihu^Uv n\\cv ,! viri-l/ 
of services to Tnembary and others In their specific urcras of intL^tusr. 
They publish a wealth of information on sales* operating exnunHuH, 
profits, and financial parformance of stores by geographical nreri. 
Data in smmaary form is often available for five year peiriody -t lonj-un'. 
Many associations compile sales by department in order to enable tho 
owners to compare the productivity of their departments^ with Hiini lnr 
departments located in the same geographical area. Cnmpens.: t i mi data 
on hours worked , salaries and wages paid, and nnmbcr ut porsons emplovvHi 
are often shown* These staClstics provide an excellont Hoiircn 
operating ratios^ 

Write to the association for inforniation on menbcrBhn^ anc! 
availability of publications on activities, Addit ^nal infurmaticn 
may be obtained from the American Society of Associachm Executives, 
1571 Eye St,, Washington, D.C, 20006 or the Trade Assor i rtt: iun 

Division, Chamber of CoTTrnierce of the rniccci r^tn: . I-i'"' i , 

N,W. Washington. D.C, 20005, 

^^ir Conditioning & Ref rigerat inn Who 1 fH.. ! - s h , JJ:/: N -v.-: \ 
Dearborn, Michigan 48124. 

Air Transport Assoc, of ^erica, 1000 Con lect i.cut: Ave., :^.w., 
Washington, D,C, 20036, 

^erican Bankers Assoc., 90 Park Ave., New York, New York lOOlo. 

Merlcan Book Publishers Council, One Park Ave,, New York, New York 
10016. 

American Booksellers Assoc. 175 Bifth Ave,, New York, Now Yor lOOiO. 

Amarlcan Carpet Institute, 350 Fifth Ave,, New York, Nev? York 10001 

American Institute of Laundering, Doris & Chicago > Aves , , JoIii.'t, 
Illinois 60433, 

American Institute of Supply AssoclatiOiis , 1505 22tid Street, N.W,, 

Washington, D,C, 20037. 

American Meat Institute, 59 E, Van Buren €t . , CliicaRo, lUlnais 60605, 

American Paper Institute, 260 Madison Ave., New York, New York 10016. 

American Society of Association Ex-cutlvep, 2000 K Strr^^-t, N,W. , 
Washington, D.C. 20006, 

American Electric Assoc-, 16223 Meyers St., Detroit, Michigan 48235. 

American Supply Assoc, 221 LaSalie St,, Chicago, Illinois 60601. 

Automotive Service Industry Assoc, 230 N. Michigan Ave., Chlca^(^ 
Illlnpls 60601. 
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Bowline: F ropr ion orii ' ^c. ot AinLTLcn, In/,, US/st Hi. luonn l^.^iU, 

Hotfman Estates, ULinols 60172, 

Floriscs* Telegraph Dtillvery Assoc , , 900 •^^eat Lafayette b Lvd . , 
Detroit, Michigan ^8226, 

Food Service Equlpm^snt Industry, Inc., 3 32 S. Michl an Avu'. , 
Chicago, Il]inrLs 60604. 

Laundry & Cleaners AiXied Trades Assoc., 1180 Rayrnond Blvd., Newark, 
New Jersey 07102. 

Material Handling Equipment Distributors Assoc., 20 N. Wacker Drive, 
Chicago, Illinois 6U616. 

Mechanical Contractors Assoc. of America, 666 Th ^ rd Ave., 
Suite 1464, New York, New York 10017. 

MfTiswear Retailers of Americas 390 National Press BidR,, 
Washington, D.C. 20004. 

Motor £c Equipment Manufacturers Assoc., 250 W. 57th St., New York. 
New York 10019. 

National^Ajnerican Wholesale Lumber Assoc., 180 Madison Ave., 
Nw York, New York 10016. 

National Appliance & Radio-TV Dealers Assoc., 1319 Merchandise 
Mart, Chicago, Illinois 60654. 

National Assoc. of Accountants, 525 Park Ave., New York, New York 
10022. 

National Assoc. of Building Owners & Managers, 134 S. LaSalla St., 
Chicago, Illinois 60603. 

National Assoc, of Electrical Distributors, 600 Madison Ave., 
New York, New York 10022, 

National Assoc. of Food Chains, 1725 Eye St., N.W/ Washington, D.C, 
20006 

National Assoc. of Furniture Manufacturars , 666 N. Lake Shore Drive, 
Chicago, Illinois 60611. 

National Assoc* of Insurance Agents, 96 Fulton St,, New York, 
New York 10030, 

National Assoc, of Music Merchants, Inc., 222 W. Adams St., 
Chicago, Illinois 60606. 

National Assoc, of Plastic Distributors, 2217 Tribune Tower, 
Chicago, Illinois 60611. 

National Asscc. of Retail Grocers of the United States, 360 North 
Michigan Ave. 5 Chicago^ Illinois 60601, 
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National Assoc. of Textile and Apparel Who lesa ] .srs , 350 Fifth Ave,, 
New York, New York 10001. 

National Assoc. of Tobacco Distributors, 360 Laxingtun Aw., 
New York, New York 10017, 

National AutoTnatic Merchandising Assoc., 7 S. Dearborn St,, Chicago, 
Illinois 60603* 

National Beer Wholesalers' Assoc. of America, 6310 N, Cicero Ava., 
Chicago, Illinois 60646. 

National Builders' Hardware Assoc, 1290 Avenu^. of the Americas, 
New York, New York 10019. 

National Electrical Contractors Assoc., 1200 18th St., N.W. , 
Washington, D.C, 20036, 

National Electrical Manufacturers Assoc,, 155 East 44th St., 
New York, New York 10017. 

National Fam and Power Equiprnent Dealers Assoc., 2340 Hampton Ave., 
St. Louis, Missouri 63130, 

National Home Furnishing Aseoc, , 1150 Merchandise Mart, Chicago, 
^ Illinois 60654. 

National Kitchen Cabinet Assoc., 918 Conimonwealth Building, 674 
South Fourth St., Louisville^ Kentucky 40204. 

National Lumber fir Building Material Dealers Assoc*, Ring Building, 
Washington, D,C. 20036, 

, National Office Products Assoc., Investment Building, 1511 K St., \ 
N.W*, Washington, D,C. 20015. 

National Machine Tool Builders Assoc, 2071 E. 102nd St,, Clevelcnd, 
Ohio 44105, 

National Oil Jobbers Council, 1001 Connecticut Ave, N.W, , Washington, 
D.C. 20036. 

National Paper Box Manufacturers Association, 121 N. Broad St., 
Suite 910, Philadelphia, Pennsylvania 19107. 

National Paper Trade Assoc., 220 E. 42nd St,, New York, New York 10017, 

National Parking Assoc, 1101 17th St., N.W., Washington, D.C. 20036. 

National Restaurant Assoc., 1530 N. Lake Shore Drive, Chicago, 
Illinois 60610, 
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National Retail Furniture Assoc, 1150 Merchandise Mart Plaza, 
Chicago, Illinois 60654. 

National Retail Hardware Assoc., 964 N» Pennsylvania Ave, 
Indianapolis^ Indiana 4620^, 

National Retail Merchants Assoc*, 100 W. 31st Sc,, New Vorri, 
New York 10001, 

National Shoe Retailers Assoc*, 200 Madison Ave., New York, 
New York 10016. 

National Sporting Goods Assoc., 23 E. Jackson Blvd., Chicaiio, 
Illinois 60604. 

Nation^il catlonery and Office Equipment Assoc., Investment 
B..L.ding, 1511 K St-., Washington, D,C, 20005. 

Kational Tire Dealers and Retreaders Assoc., 1343 L St., N.W. , 
Washington, D.C. 20005. 

National Wholesale Druggists- Assoc, 220 E. 42nd St., New York, 
New York 10017* 

National I'Tholesale Jewelers Assoc, 1900 Arch St*, Philadelphia, 
Pennsylvania 19103. 

National^ Wholesale Hardware Assoc., 1900 Arch St., Phi ladelphia ^ 
Pennsylvania 19103. 

North American Heating and Air Conditioning Wholesalers Assoc, ^ 
1200 West Fifth Ave., Columhus, Ohio 43212. 

Optical Wholesalers Assoc., 222 W. Adams St., Chicago, Illinois 6060 

Paint & Wallpaper Assoc. of America, 7935 Clayton Rd., St, Louis, 
Missouri 63117* 

Petroleum Equipment Institute, 525 Do^^oll Bldg*, Tulsa, Oklaiioma 
74114, 

Printing Industries of America, 711 14th St., N*W. Washington, D.C* 
20005. 

Robert Morris Associates, Philadelphia National Bank Building, 
Philadelphia, Pennsylvania 19107. 

Scientific Apparatus Makers Assoc*, 20 N. Wacker Drive, Chicago 
Illinois 60606. 

Shoe Servica Institute of America, 222 W* Adams St., Chicago, 
Illinois 60606, 
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Super Market Instituca, Inc., 200 E, Ontario Snreet, Chicago, 
Illinois 60611* 

United Fresh Fruit & Vegetabla Assoc, 777 14th St,, N.W,, 
Washington, D.C. 20005, ^ 

United States Wholesale Grocers* Assoc,, 1511 K ScrdeL, N.W,, 
Washington, D.C. 20005. 

Urban Land Institute, 1200 18th St., N.W. , Washington, D.C. 
20036, 

Wine and Spirits Wholet..?iers of Ajntsrlca^ 319 N. Fourth St,, 
St p Louis, Mi.gsourl 63102. 
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Small Business ADMifJisTRATioN Publications 



FREE ^^AG©^E^:== ASSISTANCE PUBLICATTDNS 



To receive copies of the available publications r Micnct; vnur 

nearest Small Business Administrat ion (SBA) office, or sead a list of 
the Small Business Administration, P.O. Box 15434, Fort Worth, Texas 76119. 
You can also call the SBA toll free l'-8O0-433-72]2 (Tpv^q on^v rnP ROO- 
792-8901). 

These leaflets deal with functional pmbUmri In small manu=^ 

farturing plants and interest to adTninis trat Iva executives. 

Number Ti t - 1:: 

170 The ABC*s of Borrowing 

171 How to Write a Job Description 

178 Effective Industrial Advertising for Small Plants 

179 Breaking the Barriers to Small Business Planning 

186 Checklist for Developing a Training Program 

187 Using Census Data in Small Plant >^rketing 
1S8 Developing a List of Prospects 

189 Should You Make or Buy Components? 

190 Measuring the Performance of Salesmen 

191 Delegating Work and Responsibility 

192 Profile Your Customers to Expand Industrial Sales 

193 What is the Best Selling Price? 
^ 194 Marketing Planning Guidelines 

195 Setting Pay for Your Management Jobs 

197 Polntets on Preparing an Employee Handbook 

199 Expand Overseas Sales with Commerce Department Help 

200 Is the Independent Sales Agent for You? 

201 Locating or Relocating Your Business 

203 Are Your Products and Channels Producing Sales? 

204 Pointers on Negotiating DoD Contracts 

205 Pointers on Using Temporary Help Services 

206 Keep Pointed Toward Profit 

207 Pointers on Schedulng Production 

208 Problems In Managing a Family-Owned Business 

209 Preventing Employee Pilferage 

211 Termination of ^D Contracts for the Government's 
Convenience 

212 The Equipment Replacement Decision 

214 The Metric System and Small Business 

215 How To Prepare for a Pre-Award Survey 

216 Finding a New Product for Your Company 

217 Reducing Air Pollution In Industry 

218 Business Plan for Small Manufacturers 

219 Solid Waste Management in Industry 

220 Basle Budgets for Profit Pinnning 

221 Business Plan for Small Construrtion Firms 

222 Business Life Insurance 



223 Incorporat Lng n rfmall Busincriy 

224 Associacinn Services for Small Businr^^s 

225 ManagemenC Checklist for a Family BusinesH 

226 Pricing for Small Manufacturers 

227 Qualicy Control in Defense Prodticclon 

228 Inspection on Defense Concraccs 

229 Caah Flow in a Small Plant 

230 Selling Praducts on Consignment 

231 Selecting the Legal Strurturt^ for Voiir Busirivst^ 

232 Credit; and (collect ions 

233 Planning and (loal Setting for Sm^ : i BusinuH-^ 

234 Attacking Business Decision Prob-.dms Wich Breakeven Analysis 

235 A Venture Capital Primer ^or -Small Business 

236 Tips on Getting More for lour Marketing Dollar 

237 Market Overseas With U.S. Governnient Help 

238 Organizing and Staffing a Smnj i Business 

239 Techniques of Time Management 

240 Introduction to Patents 



Small Marketers Aids 

These leaflets provide suggestions and management guidelines 
for small recall, wholesa^-^, and service firms. 



Number Title 

71 Checklist for Going Into Business 
111 ^ Interior Display: A Way To Increase Sales 

118 Legal Services for Small Retail and Service Firms 

119 Preventing Retail Theft 

121 Measuring the Results of Advertising 

123 Stock Control for Small Scores 

124 Knowing Your Image 

126 Accounting Services for Small Service Firrns 

128 Building Customer Confidence in Your Service Shop 

129 Reducing Shoplifting Losses 

130 Analyze Your Records to Reduce Costs 

133 Can You Afford Delivery Service? 

134 Preventing Burglary and Robbery Loss 

135 Arbitration: Peace-Maker in Small Business 

137 Outwitting Back Check Passers 

138 Sweeping Profit Out the Back Door 

139 Understanding Truth-- In-^Lendlng 

140 Profit By Your Wholesalers' Services 

141 Danger Signals in a Small Store 

142 Steps in Meeting Your Tax Obligations 

143 Factors in Considering a Shopping Center Location 

Getting the Facts for Income Tax Reporting 

145 Personal Qualities Needed to Manage a Store 

14 7 Sound Cash Managenent and Borrowing 

1^8 Insurance Checklist for Small Business 

149 Computers for Small Business— -Service Bureau or 
Time Sharing? 

150 Business Plan for Retailers 

151 Preventing EmbeEElement 

152 Using a Traffic Study to Select a Retail Site 
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Business Plan for Small ^^^rvirt^ Firms 
Using Census Dana to Select a Stor^^ Site 
Keeping Records in Small Busin'^Bri 
MarkeCinfl Checklist for Smnll RetailerK 
Efficient Lighting ,n Small Scarys^ 
A Pricing Checklist for Small Rotallers 
Improving Personal Seizing in Small Retail Storvr^ 
AdverCising Guidelines for Small Ratal 1 Firms 
Signs and Your Business 
Staffing Your Store 
Public Relations for Small Business 
Plan Your Advertising Budget 
Chscklist for Profit UaLCiiin^ 
Simple Breakeven Analysis for Sm.all St ores 
Learning About Your Market 

Small B ijsinjss Bi bliographies 

These leaflets furnish rafarence sources for specific types of 
businesses. 

Number Title 



1 


Handicrafts 


2 


Home Businesses 


3 


Selling by Mail Order 


9 


Marketing Research Procedures 


10 


Retailing 


11 


Statistics and Maps for National Market Analvsls 


13 


National Directories for Use in Marketing 


15 


Recordkeeping Systems— Small Store and Service Trad 


18 


Basic Library Reference Sources 


20 


Advertising— Retail Store 


29 


National Mailing List Houses 


31 


Retail Credit and Collections 


37 


Buying for Retail Stores 


53 


Hobby Shops 


55 


Wholesaling 


64 


Photographic Dealers and Studios 


66 


Motels 


67 


Manufacturers' Sales Representative 


72 


Personnel Management 


75 


Inventory Management 


77 


Tourism and Outdoor Recreation 


78 


Recreation Vehicles 


79 


Small Store Planning and Design 


80 


Data Processing for Small Businesses 


86 


Training for Small Business 


87 


Financial Management 


88 


Manufacturing Management 


89 


Marketing for Small Business 


90 


New Product Development 



153 
154 
155 
156 
157 
158 
159 
160 
161 
162 
163 
164 
165 
166 
167 
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FOR SALE BOOKIETS 



The management assistance booklets on this list are publislied 
by the Small Business Administration and are sold bv the Suf)gr_in° 
tendent of Docu ments, not by the Small Business Adninistrat icsn . 

To order from the Superindent of Docunients, sund a list of the 
publications by stock number and title. Send your check, or 
money order to the Superintendent of Documents, Government 
Printing Office, Washington, D.C. 20402, making it payabit: Lo 
the Superintendent* Mlninium order Is $1.00, Do not send postage 
stamps or cash* Foreign remittances are made either by internals 
money order or draft on an Ame r 1 c a n bank. Prices are s u b j e c t t o 
change without notice. 



Small Business ?la n a 3 em ^3 n e t^l e s 

The booklets in this series provide discussions of special 
management problems in small compaties* 



No. 



Stock No. 



•ast 



Price 



1 . — An Em ployee Suggestion 

System for Small Companies 

Explains the basic principles 
for starting and oparating a 
suggestion system. It also warns 
of various pitfalls and gives 
examples of suggestions sub^ 
mitted by employees. 



0^5^0O0=00020^u 



18 SI. 10 



3, ^ -Hmnan Re lations in Small 045-000-00036-2 
Business 

Discusses human relations. 
Involves finding , selecting 
daveloping, and motivating 
employe 
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Stock No. 



4. Improving Material 045=000=00041 = 9 ^2 SK25 

Handling in Small 
Busi ness 

A discussion of Che basics 
of the material handling 
function^ various methods 
of layout and factors, 

ilu— Handbook of Small Business u45-00u-00i3^- j n _^ L . ju 

Finance 

Written for the small 
business owner who wants to 
improve financial management 
skills. Indicates the major 
areas of financial -nanagernant 
and describes techniques that 
can help the small business 
owner. 

20.-^=-- Ratio Ana lysis for > .11 045^000-00150-4 65 1,80 

Business 

The purpose of the booklet 
is to help the owner-rnanager 
detect favorable or unfavor- 
able trends in the business. 

22.-=^ Practical Bu siness Us^l 045-000-00131 = 8 28 1.40 

Governmant Stati stics 
Illustrates some usrs of 
Federal Government statistics 
and describes major reference 
sources, 

25,--- Guides for Profit Planning 045-000-00137-7 59 1.90 

Guides for computing and 
using the break-^even point , 
the level of gross profit, 
and the rate of return on 
investment. Designed for 
readers who have no special- 
ized training in accounting 
and economics. 



33 




" fe - * i - ^ ' - 

5 LOCK .^U. 

Personnel Mana^eraent 04 5=000-00126*1 

Gu ides for Small Business 

An introduction to the various 

aspects of personnel manageintinL 

applicable to sr.all fims. 

Profitable Community 045-000-000 3 3=8 

Ralatloris for Small B usine F s 
Practical information on how 
to build and main tain sound 
community relations . 

Small Business and 04 5-000=00130-0 

Government Research and 
De.v&lo pmervc 

An introduction for owners 
of small research and 
developtnenf firms seeking 
government contracts. Includes 
discussion of the procedures 
necessary to locate and interest 
govarnment markets, 

Managamant Audit for Small 045-000-00035-^^ 
Manuf ac t urer 

A series of questions designed 
to help owner-managers of small 
manufacturing plants In planning, 
organizing, directing, and coor-^ 
dinating business activities 
efficiently . 

Insurance and Risk ManagCTient 045-000-00037-1 

for Spall Business 

A discussion of insurances 

obtaining professional advice 

on buying insurance^ and the 

main types of insurance that 

a small business may . need. 
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Manageme nt Audit ^or (U?-000-'^OI-^^ = 1 

Small Retailers " 

A queBtionnalre designed to 

meet the needs of the ow-ner- 

manager of a small retail 

enterprise* 

Financial Recordkeepin g n^5-;}00= ;)li2^3 

for Small Stores 

Written primarily for the 

small store owner or pro-- 

spectlve owner whose business 

doesn't justify hiring a 

fLill-time bookkeeper. 

Small Store Planning for 045-000- ji3039 --7 

Growth 

A discussion of the manage^ 
ment skills needed and some 
techniques used in promoting 
growth. Harchandlsingi ad^ 
vertising and display are 
consldared, and checklists 
for increases in transactions 
and gross margins are in- 
cluded. 

Selecting Advertising Media— 045^000^00154-7 

A Guide for Small Business 

Intended to aid the small 

business person in deciding 

which medium to select in 

making the product, service ^ 

or store known to potential 

customers and how to best 

utilize money for advertising. 

Franchise Index/Profile 045-000-0012 5=3 

An evaluation process which 

may be used to investigate 

franchise opportunities. The 

index section tells what to 

look for in a franchise. The 

Profile section Is a worksheet 

for listing the data* 
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35,__= Tr aining S al asman to Serve 045=000-00133^^ S3 0...:n 

In dustrial Markets 
Discusses role of sales in 
marketing programs of small 
manufacturers and offers 
suggestions for salespersons 
in servicing customers. 
Provides rnateriai to use in 
training programs. 

37^^-^ Financial Con trol bv T ime- 0^5^-000-00 1 3-^-2 2.^0 

Absorption Analysis 
A profit control technique 
that can be used by all tvpes 
of businesses, A step-by- 
step approach shows how to 
establish this method in any 
given business* 

38.— Management Audit for Small 045-000-00143-1 67 l.BO 

Ser vice Firms 

A do-it-yourself guide for 
otimer^managers of small 
service firms to help them 
evaluate and improve their 
operations* Brief comments 
explain Che importance of 
each question in thirteen 
critical management areas* 

39^^^^ Decision Points in Developing 045-000-00146-6 6^ l^OO 

New Products 

Provides a path frorn idea to 
marketing plan. Designed for 
manufacturing or research and 
development firm wishing 
to eKpand or develop a business 
around a new product, procass, 
or invention. 
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Starting and Managing Series 



This series is designed to help tha small entrepreneur to 
**look before leaping'* into a business. The first booklet dealH 
with the subject in general terms. Each of Cht. other booklets 
deal in detail with a specific type of business. Available 
titles are listed below. 

No. Stock Number Pagew 

L —Starting and Managing a Small 0^5-000-^00123-7 Q- 
Business of Your Own 

14, —Starting and Managing a Car - 045-000--00060-5 76 



wash 



19, - "Starting and Managin g a Pet 
Shop 



045-000-00065-6 



40 



20. —Starting and Managing a Small 



045-000-00107-^5 



81 



Retail Music Store 



2 2 , - "Starting and Managing an Em - 
ployrnent Agency 



045-000-00109-1 



118 




045-^000-00127-0 



10^ 



S ho est ore 
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Nonseries Publications 
Title Stock No, Pages Price 

EKpott Marketing for S maller Firms Q45-OQO'00112-l 134 $2 . 50 

A manual for owner-managers of 
smaller firms who seek sales in 
foreign markets, 

U,S, Gover^ent Purchasing and Sales 045-000-00118^1 169 4,00 
Director 

A directory fur businesses interested 
in^^elling to the U,S, Governement - 
Lists the purchasing needs of various 
agencies* 

Managing for Profits 045-000-00005-2 170 2,75 

Ten chapters on various aspects 
of small business management, 
Such ^s marketing, production, and 
credit* 

Buying and Selling a Small Business 045-000-00003-6 122 2.30 
Deals with the problems that confront 
buyers and sellers of small businesses. 
Discusses the buying and selling 
transaction, and provides sourceB of 
Information helpful in the buying/ 
selling decision. Using financial 
statements and analysing the company's 
market position In the transactions 
are also discussed. 

Strengthening Small Business Manage- 045-000-00114-8 158 2.75 
ment 

Thi^- book discusses _the small busi ass 
managemen.t^Kpef fence which the author 
gained during a lifetime of work In 
the business conmiunity. 
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Small Business Administration Office Addresses 



State City Zip Code Address Telephone 



AL 


Bi nrn nohani 

III 1 ll^piUlil 


35205 


QOS ^ ?nth Sit 


\ CUD J \D^-'\J^^ 








Room 202 




AK 


Anchoraae 


99501 


lOlfi W Kth Ave 


(Q07) ?7?-R^fil 

\ / / t/t. □□0! 








Suite 200, Anchprage 


\ 








Legal Center 




AK 


Fai rhan 




rcUciQ i QUI lyirty 


(907) 452-1951 








and Courthouse 










P.O. Box 14 
















Llttlp Rnrk 




Oil (Jaiilea OL>s 


\ DU 1 ; J/ O" Do / 1 












AZ 


P hnpni X 


asm? 




V uUt J CD 1 OD j 1 








Suite 1 ?m 

^ y 1 Uc 1 4U 1 


CA 


r 1 1 iw 




1 li* OL^^ r.U- DUX 


\C.Udj Ho/-DUUu 












CA 


I A fin©! 


















CA 


Sacramento 


95825 


2800 Cottage Way 


(916) 484-4726 








Ropm 2535 




CA 




74 1 QO 


oou rrunt o Lr ce l 










PaHpy^a 1 M ^ RiiilH"inri 

r ^uci bi u<o« QUMUifiy 


i 








Rnnm d = ^ -^R 

inUUiI! j jo 




CA 


San Francisco 


94102 


450 Golden Gate Ave. , 


(415) 556-7487 








Box 36044 




CA 


San Francisco 


94105 


211 Main Street, 


(415) 556-7490 








4th Floor 




CO 


Denver 


80202 


Executive Tower Bldg., 


, (303) 837-011 1 








1405 Curtis Street 










22nd Flnnr 




CO 




8020? 


791 IQth Strppf 




PT 
Ul 


na r 1 1 uru 


UD 1 U J 


une rinancici I r loZfl 




nc 


wa ail 1 1 1 ^ L u r 1 




lUJU IDLfl JL,5 li.inl* 










OU 1 te tDU 




FL 


JacksonvlTle 


32202 


Federal Bldg,, 400 W. 


(904) 791-3782 








Bay St, , Room 261 , 










P,0- Box 35067 




FL 


Miami 


31134 


2222 Ponce De Leon 


(305) 350-5521 








Blvd,, 5th Moor 




FL 


Tampa 


33602 


700 Twiggs St. , 


(S13) 228-2594 








Suite 607 




FL 


W. Palm Beach 


33402 


Federal Bui Idi ng. 


(305) 659-7533 



701 Clematis St., 
Room 229 
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City 



Zip Code 



Address 



Telephone 



Atlanta 
Atlanta 

Agana 

Honolulu 

Boise 



Chi cayo 



Chicago 



Wichita 
Louisvine 

New Orleans 
Shreveport 

Augusta 



30309 

30309 

96910 
96850 
83701 



60604 



60604 



Springfield 62701 



Indianapolis 46204 



Des Moines 50309 



67202 
40202 

70113 
71101 

04330 



1375 Peachtree St., (404) 
N.E. 

1720 Peachtree St. , (404) 
N.W., 6th Floor 

Pacific Daily News ( ) 
Bldg. , Room 507 

300 Ala Moana, (808) 
P.O. 50207 

1005 Main St. , (208) 
Second Floor, 
Continential Life 
Bldg., P.O. Box 2618 

Federal Building (312) 
219 S. Dearborn St., 
Room 838 

Federal Building (312) 
219 S. Dearborn St., 
Room 437 

One North, Old State (217) 
Capital Plaza 



881-4943 
881-5325 

777-8420 

546-8950 

384-1096 



575 N, Pennsylvania 

St. , Room 552 
New Federal Bldg. 

New Federal Bldg. , 
210 Walnut St., 
Room 749 

110 E. Waterman St. 
Main Place Bldg. 

Federal Building 
600 Federal Place, 
Room 188 

1001 Howard Ave., 
Plaza Tower, 17th 
Floor 

500 Fannin St., 
U.S. Post Office and 
Courthouse Bldg. 

Federal Building, 
40 Western Aye. , 
Room 512 

40 



(317) 



353-0355 
353-4528 
525-4416 
259-7272 



(515) 284-4422 



(316) 
(502) 

(504) 
(318) 



267-6311 
582-5971 

589-2511 
226-5196 



(207) 622-6171 



State City 



Zip Code 



Address 



Tel ephone 



MD 

MA 

MA 
MA 

MI 
MI 

MN 
MS 

MS 

MO 
MO 

MO 

MT 



HE 

NV 
NV 



Bal timore 

Boston 
Boston 
Holyoke 

Detroit 
Marquette 



Jackson 



Helena 



Omaha 

Las Vegas 
Reno 



21204 

ozno 

02114 
01050 

4822€ 
49855 



Minneapolis 55402 
Biloxl 39530 



39201 



IS as City 64106 
Kansas City 64106 
St. Louis 63101 



59601 



68102 

89101 

89505 



Oxford Building 
8600 LaSaile Road 
Room '630 

60 Battery March, 
loth Floor 
' 150 Causeway St, , 
10th Floor 
302 High Street, 
4th Floor 

477 Michigan Ave. , 
McNamara Bldg. 
540 W. Kaye Ave., 
Don H. Bottum Uni- 
versity Center 

12 S. 6th St., 
Plymouth Bldg. 

Ill Fred Haise Blvd. 
Gulf Nat. Life 

Insurance Bldg. , 
2nd Floor 
Providence Capitol 
Bldg., Suite 690, 
200 E. Pascagoula St. 



(301) 962-4392 



(617) 
(617) 



(313) 
(906) 

(512) 
(601) 



223-2100 
223-2100 
536-8770 

226-6075 
225-1108 

725-2362 
435-3676 



(601) 969-4371 



911 Walnut St., (815) 374-3318 

23rd Floor 

1150 Grande Ave., (816) 374-5557 
5th Floor 

Suite 2500, Mercantile(314) 425-4191 
Tower, One Mercan- 
tile Center 

Federal Office Bldg., (406) 449-5381 
Room 528, 
301 S. Park, 
Drawer 10054 

19th & Farnum St., (402) 221-4691 
Empire State Bldg. , 
2nd Floor 

301 E. Stewart, (702) 385-6011 

Box 7527, Downtown 
Station 

50 S. Virginia St., (702) 784-5477 
Room 308, P.O. Box 3216 

41 



State City Zip Code Address Telephone 



NJ 


Camden 


08104 


1800 E. Davis St. 


(609) 757-51S3 


JIJ 


Newark 


07102 


970 Broad St, 5 


(201 ) 645-2434 








Room 1635 




NM 


Albuquerque 


87110 


5000 Marble Ave.* N, 


.E,(505) 756-3430 






Patio Plaza Bldg, , 










Room 320 




NY 


Albany 


1 2210 


99 Washi ngton Ave. , 


(518) 472-6300 








Twin Towers Bldg, 5 










Room 301-Mez2. 




NY 


Buffalo 


14202 


111 W. Huron St. , 


(716) 846-4301 








Room 1311 










Federal Bldg , 




NY 


Elmira 


14901 


180 State Street 


(607) 733-4686 








Room 412 




NY 


Melville 


1 1746 


425 Broad Hollow Rd, 


(516) 752-1626 








Room 205 




NY 


New York 


10007 


26 Federal Plaza, 


(212) 264-1468 








Room 29-^118 




NY 


Npw York 


10007 


26 Federal Plaza^ 


(212) 264-4355 








Room 3100 




NY 


Rochester 


14614 . 


Federal Bui Idi ng* 


(716) 263-6700 








100 State Street, 










Room 601 




NY 


Syracuse 


13260 


Federal Building^ 


(315) 423-5383 






^ Room 1071 , 










sJOO S. Clinton St. 




NC 


Charlotte 


28202 


230 S, Tryon St, , 


(704) 372-0711 








Suite 700 




NC 


Greenville 


27834 


214 S. Evans St., 


(919) 752-3798 








Room 206 




ND 


Fa rgo 


581 02 


Federal Building, 


(701 ) 237-5771 






657 2nd Ave. s N. ^ 










Room 218, 










rt rt rt rt rt: rt ^ 

P.O. Box 3086 




OH 


C i nc1 nna t1 


45202 


Federal Bull d1 ng. 


(513) 684-2814 








550 Main Street, 










Room 5028 




OH 


Cleveland 


44199 


1240 E, 9th St. s 


/-' /lion 

( L , 5Z2-4 loO 








Room 317 




OH 


Col mbus 


43215 


Federal Building, 


(614) 469-6860 






U*S. Courthouse, 










85 Marconi Blvd. 




OK 


Oklahoma City 


73102 


Federal Building, 


(405) 231-4301 








200 N.W. 5th St., 





Suite 670 
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Zip Code Address Teiephone 



Portland 97204 1220 S,W. Third Ave., (503) 221-2682 

Federal Building 

Harrisburg 17101 100 Chestnut St. , (717)782-3840 

3rd Floor 

Philadelphia 19004 231 St. Asaphs Rd,, (215) 597-331 >. 

1 Bala Cynwyd Plaza, 

Suite 646 W. Lobby 
Philadelphia 19004 231 St. Asaphs Rd., (215) 597-3311 

1 Bala Cynwyd Plaza, 

Suite 400 E. Lobby 
Pittsburgh 15222 Federal Building, (412) 644-2780 

1000 Liberty Ave., 

Room 1401 

Wilkes-Barre 18702 Penn Place. (717) 826-6497 

20 N. Pennsylvania 
Ave. 

Hato Rey 00919 Chardon and Bolivia (809) 763-6363 

Sts., P.O. Box 1915 

Providence 02903 57 Eddy St., (401)528-4580 

Room 7th Floor 

Columbia 29201 1801 Assembly St., (803) 765-5376 

Room 131 

Rapid City 57701 B"" ^ n £ ., Federal (605) 343-5074 

id1ng. 
Room 246 

Sioux Falls 57102 National Bank Building(605) 336-2980 

8th & Main Ave. , 
Room 402 

Knoxvllle 37902 502 S. Gay St., (615) 637-9300 

Room 307, Fidelity 
Bankers Building 
Memphis 38103 Federal Building, (901)521-3588 

167 N. Main St., 

Room 211 

Nashville 37219 404 James Robertson (615) 251-5881 

"arkway. Suite 1012 

Corpus Christi 78408 3105 Leopard St. (512) 888-3011 

Dallas 75235 1720 Regal Row, (214) 749-2531 

Regal Park Office 
Bldg., Room 230 

Dallas 75242 11 00 Comnerce St. , (214)749-3961 

Room 3036 

El Paso 799-2 4100 Rio Bravo, (915) 543-7200 

Suite 300 Pershing Bldg. 

" 4G 



state 



ity 



Zip Code 



Address 



Telephone 



TX 

TX 
TX 

TX 
TX 



Houston 



77002 



Lower Rio 78550 
Grande Valley 
Lubbock 79401 



Marshall 75670 
San Antonio 78206 



UT Salt Lake 84138 



VT Montpelier 05602 



VI St. Thomas 00801 



VA Richmond 23240 



WA Seattle 98104 



WA Seattle 98174 



WA Spokane 99210 



WV Char^eston^ 25301 



WV Clarksburg 26301 



WI t'au Claire 54701 



One Allen Ctr., (713) 226-4341 

500 Dallas Street 

222 E. Van Buran St., (512) 423-8934 
P.O. Box 9253 

1205 Texas Ave., (806) 762-7011 

712 Federal Office Bldg. 

and U.S. Courthouse 
100 S. Washington St., (214) 935-5257 
Federal Bldg., G-12 
727 E. Durango, 
Room A- 51 3, Federal 

Building 



(512) 229-6250 



Federal Building, 
125 S. State St., 
Room 2237 

Federal Building, 

87 State St. , 

Room 204, P.O. Box 605 

U.S. Federal Office 

Building, 
Veterans Drive, 
Room 283 

Federal Building, 
400 N. 8th St., 
Room 3015, Box 10126 



(801) 524-5800 



(802) 229-0538 



(809) 774-8530 



(804) 782-2617 



710 2nd Ave., 5th (206) 442-5676 
Floor, Dexter Horton 
Building 

915 Second Ave., (206) 442-5534 

Federal Building, 
Room 1744 

Court House Building, (509) 456-3777 
Room 651, P.O. Box 2167 



Charleston National 

Plaza 
Suite 628 
109 N. 3rd St., 
Room 301 , Lowndes 

Bank B1dg. 

500 S. Barstow St., 
Room B9AA, Federal 
Office Bldg. and 
U.S. Courthouse 



(304) 343-6181 
(304) 623-5631 

(715) 834-9012 
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state City Zip Code Address Telephone 



WI Madison 53703 212 E. Washington (608) 2S2-5261 

Ave, j 2nd Floor 

WI Milwaukee 53202 Federal Building, (414) 291-3941 

Room 246, 

517 E. Wisconsin Ave, 

WY Casper ■ 82602 Federal Building, (307) 265-5550 

Room 4001 , 
100 E. B St., 
P.O. Box 2839 



ERIC 



45 



45 



SACE series eoneistB of these parts and units. 

PMT 1 1 GETTING RE^Y TO BECOME AN ENTREPRENEUR 
^--^^ Unit Al Nature of Small Business 

Unit Bi Are You an Entrepreneur? 
Unit Cs How to Succeed and How to Fall 

PART II: BECmiNG M ENTREPRENEUR 

Unit Al Developing the Business Plan 

Unit B: Where to Locate the Business 

Unit C: Legal Issues and Small Business 

Unit D: Government Regulations and Small Business 

Unit El Choosing the Type of ^nership 

Unit F: How to Finance the Bui^lness 

Unit Gi Resources for Managerial Assistance 

PART III: BEING AN ENTREPRENEUR 

Unit Al Managing the Business 

Unit Bi FlnMclal Management 

Unit C: Keeping the Business Records 

Unit Di Marketing Management 

Unit Successful Selling 

Unit F: Managing Human Resources 

Unit Gr Coimnunlty Relatione 

Unit H: Business Protection 

RESOURCE GUIDE 
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